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The services of the administrative assistants are generally restricted to matters concerning the
ordinary business of the College. Assistance is not provided for personal or private material or
for material which does not concern the School or professional development.
Administrative assistants are available to faculty, department chairpersons, and program directors
for such matters as preparation and distribution of correspondence, announcements,
department/program brochures, course syllabi, course policy and procedure information, and
examinations. Services are also available for the preparation of faculty development grant
applications, sabbatical proposals and reports, letters of recommendation, manuscripts and
papers accepted for oral presentation or written publication, etc. Other services may include the
recording of department or program meeting minutes, or the coordination of such functions as
meetings and various department/program events.
Final examination material to be typed must be submitted at least four working days prior to
examination time. For other material, a minimum of three working days must be allowed for
typing, although a longer time for completion should be expected on lengthy material.

3.6

STUDENT EMPLOYEES
Departmental budgets may include institutional funds to pay all of the salaries and/or Federal
College Work-Study matching portion of the salaries for readers, assistants, tutors or other
student employees. Details and regulations concerning advertising for, and hiring and payment
of, student employees may be obtained from the Career Development Center.

4.

ADMINISTRATIVE POLICIES, SERVICES and FACILITIES

4.1

ADMINISTRATIVE POLICIES

4.1.1

ROOM RESERVATIONS
Reservation of campus facilities (with the exception of classrooms and athletic facilities) is done
through the Events and Conferences department. Reservations must be done on an Internal
Facility Reservation Request form available from that department or on SMCnet. There is a
distinction between College-sponsored and College-hosted events:
Sponsored Events
Sponsored events are those which are part of the College program of studies and which involve
an audience comprised of 75% Saint Mary’s students, faculty and/or staff.
Hosted Events
Hosted events are those with which the College is associated or is collaborating but whose
primary audience is not comprised of Saint Mary’s students, faculty and/or staff. Hosted events
must be clearly indicated as such, and requests for them must be submitted on a College
memorandum (not an Internal Facility Reservation Request form). Hosted events are charged at onehalf the current rates for the facilities used, and paperwork submitted must provide the name of
an individual or organization to whom a regular Facilities Use Contract and request for insurance
coverage may be mailed. Reservations should be made as early as possible to avoid conflicts and
allow adequate time for publicity.
The reservation of classrooms is done through the Registrar’s office. Guest speakers, special
presentations, and combined classes must be scheduled in advance through the Events and
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Conferences department if the regularly assigned classroom cannot accommodate them. The use
of the Soda Activity Center for regular classes is not permitted.
4.1.2

PETS
No pets are allowed on campus, other than guide dogs or service animals.

4.2

ADMINISTRATIVE SERVICES

4.2.1

DUPLICATING SERVICE
The Saint Mary’s Print Shop (Duplicating Center) is located behind St. Joseph Hall. Included
among the services provided by the shop are printing, copying, collating, folding, stapling, hole
punching, binding, and other related work. Envelopes, stationery, and carbon-less forms can also
be done. The shop is open not only to the College personnel and students but to the general
public as well. A copier which can reduce and collate is available for general public use.

4.2.2

OUTGOING U.S. MAIL SERVICE
Daily pickups from campus offices are made twice a day starting at 9:00 AM and again at 12:00
PM. Any other outgoing mail must be delivered to the SMC Post Office located in the Post
Office building (adjacent to LeFevre Theatre), no later than 4:00 PM to be processed the same
day. All outgoing mail must be accompanied by billing slips and metering instructions, which are
available upon request. Each office is responsible for separating mail by category (local, foreign,
etc.). All envelopes to be sealed should have flaps up to be run through the postage machine.
Like-sized pieces should be bundled. Mail room personnel should be alerted for an early pick-up
and processing of more than 100 pieces by any single department. For further information,
contact the SMC Post Office at (925) 631-4882.

4.2.2.1

Campus Mailboxes (Faculty and Administration)
The SMC Post Office is located in the Post Office building (near LeFevre Theatre). Mailboxes
for faculty and staff are centralized here and can be accessed 24 hours a day. Any material which
needs to be distributed to the mailboxes can be left in the SMC Post Office. The mailboxes
assigned to faculty and staff are locked. Individuals may obtain their mailbox keys at the
customer service counter. Keys must be returned to the SMC Post Office if the individual ceases
to be employed at the College. For further information, contact the SMC Post Office at (925)
631-4882.

4.2.3

INFORMATION OFFICE
The Information Office (switchboard), located in Filippi Hall, has addresses and phone numbers
for faculty and students. The Registrar's office has this information for all students. At present,
there is no procedure to send written material to an on-campus student other than by U.S. mail
or by delivering it to his/her room.

4.2.4

PAYROLL OFFICE
The Saint Mary’s College Payroll office is located on the first floor of Filippi Hall. Any payment
for services rendered either by a student, faculty member or administrative staff is paid through
this department. Payday is on the 15th and the last day of the month. All timesheet reporting is
due in this office by the 5th and/or the 20th of each month. All paychecks and all other incidental
payments are mailed the day before payday via the U.S. Postal Service. Direct deposit is available
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